Creating a Credit Note

About this Guide
This guide will describe 2 ways to create a credit note. The first example is
creating a credit note from a Purchase Order (PO) the second example is

creating a credit note from an Invoice.

Creating a Credit Note from a PO

Step 1:

Login to the Coupa Supplier Portal. Click on the Orders tab to view Purchase Orders

L

and find the PO you need to apply a Credit Note. Click on the stack of red coins ( :E) in
the Actions column OR click the PO #.

g,xcoupa supplier portal

Home

F

Profile

Payments

Orders

Service/Time Sheets ASN

susiness Performance  Sourcing  Add-ons

L

INDA~ | NOTIFICATIONS @ | HELP ~

Invoices  Catalogs

Setup

Exportto ~

I 11342347 01/03/23
11342339 12/21/22

11342250 11/22/22
11342247 11/22/22
11342243 11/22/22
11342232 11/22/22
11342227 11/22/22

Instructions From Customer

PO Number Order Date Status

Issued

Issued

Issued

Issued

Issued

Issued

Issued

Purchase Orders

Acknowledged At Items

None

None

None

None

None

None

None

1 Bag of Birthday Cake

2 Bag of Dog Boots
2 Each of Dog Socks

Large Service PO
Service PO

1 Each of Trampoline
1 Each of Dog Belt

10 Each of Dog Shoes

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

Click the ~= Action to Accept the Purchase Order and Create an Invoice using its data

View JAl ~ W Search P
Unanswered Comments Total Assigned To Actions
No 100.00 USD ==
No 540.00 USD =S
No 10,000.00 USD =S
No 250.00 USD =S=4&
No 10.00 USD =E=
No 500.00 USD ===
No 100.00 USD ==
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Creating a Credit Note

Step 2:

Coupa will direct you to the Create Credit Note where you can create the Credit Note

similarly to creating an Invoice.

Fields with a red asterisk (*) must be populated. You will notice that many of the fields
have been pre-populated and are not editable as this information is carried over from

the initial invoice.

Note: If you have a credit note pdf, please attach it in the Attachments section of the

credit note.

reate Credit Note cre.-

o: General Info 9 From

[
“Credit Note 8 Tesi-297230c * Supplier John's lcehouse | BB3888 8

* Credit Note Date 0200923 [ Supplier Tax 1D 1234567600

" Invoice From Address John's lcehouse ,D

Payment Term MNET 75

* Currency

USD w

Status

Draft

* Original Invoice &

" Qriginal Invoice Date

2-8-23 TesiLc

0210823 [

Image Scan

Supplier Note

oo i o e crsen

Testing Credit Node for 2023 Guides

[ Attachments

Add File | URL 1 Text ]

* Remit-To Address

Bank Mame:

Beneficiary Name:

Bank Account Number: *"

Routing Number;

" Ship From Address

369 Lil Jon Road
Adlanta, GA 12345
United Slates

John's lcehouse P
436 Bungalow Road
Seattie, WA 08765
United States

America Bank
John's lcehouse
e

g TG

John's leghouse O

-

3480 Lil Jon Road

Allanta, GA 12345
United States
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Creating a Credit Note

Step 3:
Under the Lines section, please add the Adjustment Type (Quantity, Price, Other).

Click on Calculate to confirm designated credit note (your total must be negative) then

click on Submit.

L Une Level Taxasion

uUosm Price

-40000 ©

PO Line Service/Time Sheet Line Contract Supplier Part Number

Unit Number AR Number

o Add Line o VICK oS trom § 0 2K e from Condract Totals & Taxss

Lnes Nat Totd 400 00

Shipping

AbsC
Tax 0000 % ) OO0

Toted Tax 000

Net Tots 400 00

Total -400.00

must be negative
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Creating a Credit Note

The following confirmation screen will appear. If your total is correct, click on Send
Credit Note.

Are You Ready to Send?

You're about to send an credit note to Waste Management for a total amount of -400.00. Once
sent, you'll have to contact your customer directly to make changes to the credit note.

Continue Editing [ Send Credit Note

Step 4:
It will take you back to the following message.

Invoices

John's Icehouse \ 888888 _8 credit note #Test-2/9/23Lc is processing

When you return to the invoice, it will indicate that the invoice is associated with credit
notes with the link to the credit note.

Select Customer Waste Management - John's Icehouse

Invoice #INVServiceSmall z-c«

This invoice is associated with credit note(s): TestCreditLc

©: General Info 9 Bill To & Ship To
Invoice # INVServiceSmall Supplier John's Icehouse \ 888888 8
Invoice Date 11/28/22 Invoice From John's Icehouse

369 Lil Jon Road
Atlanta, GA 12345
Currency USD United States

Payment Term NET 75

Status Approved .
Remit To John's Icehouse

Shipping Term None 456 Bungalow Road
Seattle, WA 98765
Invoice PDF Document download )
United States
Image Scan None
Ship From John's Icehouse
369 Lil Jon Road
Attachments None Atlanta, GA 12345
United States

Supplier Notes None

Bank Name: America Bank

Beneficiary Name: John's Icehouse
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Creating a Credit Note

Once the Credit Note is approved, you will receive an email notifying you.

Powered by %,3COUPA

@

Credit Note #TestCreditLc is Approved to Pay by Waste
Management

Hello Linda,

Your Credit Note #TestCreditLc has been approved to pay by your
customer, Waste Management . No further action is required but you can
click below for real time status or additional details.

If your customer's process is to mark the Credit Note as 'Paid' in Coupa,
you will get a notification at that time with instructions for payment details.

If you have any guestions you can simply contact your customer through
normal channels or enter a comment on the Credit Note.

View Credit Note

Manage your invoices and more with Coupa

< %

Insight Opportunity Collaboration

Log In Now

Learn more about Coupa

£r:coupa

Business Spend Management
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Creating a Credit Note

Creating a Credit Note from an Invoice

Step 1 (from invoice)s
At the Coupa Home page click on the Invoices tab.

Click on “Create Credit Note”.

Home Profile  Orders  Service/TimeSheets  ASN Invoices  Catalogs  Payments  Business Performance  Sourcing  Add-ons

Setup

= InvoicesLines  Payment Receipts

Verify Your Account

Coupa Verified makes your account more visible and trusted by
thousands of customers.

Show your business some love, use code
VALENTINES for 20% off your subscription - valid
until 2143

Select Customer s -
Gl = | weste Management - John's leahouse

Invoices

Instructions From Customer
{Example text - this is s2¢ on your Company Information setup page and will be displayed for CSP and SAN suppiiers on the Invoice list pags}
Create Invoices @

Create Invoice from PO

Invoice#  CrestedDate Status POE  Total Unznswered Comments Dispute Reason Actions
I Nore 021523 Dist 1342347 QOOUSD Mo 70
Nore 021323 Orsh TA0000USD Mo 0
Test2B2ilc 020822 Pending 11342347 40000 USC Mo
gzl
Mers 020923 Drsh 342347 000USD Mo 70
Nee (20923 Diat 1342347 QOOUSD Mo <]
Mors 020923 Orsh 342347 000USD Mo 70

Step 2 (from invoice)s

In the next screen, choose the invoice # from the drop down for which you are issuing
the credit and click continue.

Credit Note

If you are issuing a credit note in regards to a problem with an invoice or goods shipped, please
include the invaice number. if you are issuing a credit note pursly to offer a credit to your
customer please select other

Reason @ Resolve issue for invoice numiber INWService Smalt?
Other (2.g. rebase) | [

0ETE54321
INV-DIOG

MW SericeSmall2
MV Senic=Small
INW23455
IMW123455730
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Creating a Credit Note

Click on the appropriate task of Credit Note:

- Completely cancel the invoice with a credit note or
- Adjust invoice with a credit note.

Credit Note

How do you want to comect invaice “INWSenviceSmall2™ ?

® Completely cancel the invoice with a credit nat= ()
() Adjust invoice with 3 eredit note @)

e - |

Step 3 (from invoice):
The form to create credit note appears.

- Enter the fields showing an asterisk (*).
- Select Customer - Waste Management
- Upload any Attachments

Swlect Cuntomar | Vi sl MO « 00 § IOt I
Create Credit Note ¢ ' .
Tl CRcE SO0 BODMES I Pl N SEnTR S Ve BOORoved. TR DOt well ek [ FDe0N B PTICBET K T RABI0NOR
General Info From
[ et | — » Sapplier i icacose | BEEEES 8
* Crodi Note Duie | (21873 [ Supplier Tix ) IHASTESD o
P Tem METTS ¥ frrpenee From hodreis  Jobe 1 eboose
'% 35 Li Jom R
"Cismney D90 = Ariaren, el 13348
L3 - I bvaee Snated
T [t
Dingeral Invosce § PasneeS=all * Rorit. To Addreis ohes Eehoe
Cvigpnal Ievvasce Dute 12822 ;x: '.D'AD.*.:;-!M
Ieage Sean [Chocs Fila | o B chesen vt S
: e Bk Ward: Ao B
Bty K. o eafoune
¥
/ B Metsitnst Wassolott 4
# A scheranty, A3 Pl | LR |'+-'I
I Routing Humbsr. "%
* Sivips Froes Addruis oS Kahouse
380 Li o R
I Srated
To
ot Pimte Miracsrent
+ Bhup To Addresa 500 CAPITOL 5T STE 3300
HOLSTON, T TP0R-2625
Ui Srxme
Locaton Code: 5048
Papres Metiage ‘oo
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Creating a Credit Note

In the “Lines” section of the form, enter the credit amount in the Price field.

Click on Calculate and once it shows the correct amount, click on Submit.

Lines Line Level Taxation
Adjustment Type Frice P
Type Description | Price 500.00 [x]
& Large Service PO -500.00 - :
PO Line Service/Time Shest Line Contract Supplier Part Number
113422501 None -
Unit Number AR Number
None None
Billing
K003 3-A00007-TX0166-2100-672000-200-D0000000
Totals & Taxes
Lines Met Total -500.00
Shipping
Mizc
153 - 0.000 % -0.00
Total Tax o.oo
Met Total -500.00
Total -300.00
Delete Cancel Save 25 Drsft I [ sumit | |

Step 4 (from invoice)s
The following screen will appear confirming the total amount of your credit.

Are You Ready to Send?

‘fiou're sbout 1o s2nd an credit note to Waste Management for 3 total amount of -300.00. Cncs
sent, you'll have o contact your customer directly to make changes to the credit note.

Continue Editing | SendCredit Note |
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Creating a Credit Note

Step 5 (from invoice)s
It will take you back to the following message.

Invoices

John's Icehouse \ 888888 _8 credit note #Test-2/9/23Lc is processing

When you return to the invoice, it will indicate that the invoice is associated with credit
notes with the link to the credit note.

Select Customer l Waste Management - John's lcehouse

Invoice #INVServiceSmall -«

This invoice is associated with credit note(s): TestCreditLc.

0r General Info o Bill To & Ship To
Invoice # INVServiceSmall Supplier John's Icehouse |\ 888888_8
Invoice Date 11/28/22 Invoice From John's Icehouse

369 Lil Jon Road
Atlanta, GA 12345
Currency USD United States

Payment Term NET 75

Status Approved
Remit To John's Icehouse

Shipping Term None 456 Bungalow Road
Seattle, WA 98765

Invoice PDF Document download United States

Image Scan None
Ship From John's Icehouse
369 Lil Jon Road

Attachments None Atlanta, GA 12345
United States

Supplier Notes None

Bank Name: America Bank

Beneficiary Name: John's Icehouse
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Creating a Credit Note

Once the Credit Note is approved, you will receive an email notifying you.

Powered by %,zCOUPaA

E]

Credit Note #TestCreditLc is Approved to Pay by Waste
Management

Hello Linda,

Your Credit Note #TestCreditLc has been approved to pay by your
customer, Waste Management . No further action is required but you can
click below for real time status or additional details.

If your customer's process is to mark the Credit Note as 'Paid' in Coupa,
you will get a notification at that time with instructions for payment details.

If you have any questions you can simply contact your customer through
normal channels or enter a comment on the Credit Note.

View Credit Note

Manage your invoices and more with Coupa

< %

Insight Opportunity Collaboration

Log In Now

Learn more about Coupa

£r:coupa

Business Spend Management
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